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POLI CE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses responsible, non-supervisory clerical
positions, the primary duties of which include typing and
processi ng reports, such as offense reports and traffic reports;
l ogging and filing reports; and assisting the public wth
guestions about police reports. Police Records Clerks work
i ndependently in the performance of assigned tasks wth
assignnments received from and work reviewed by a police |ine
enpl oyee at the rank of Police Lieutenant.

EXAMPLES OF WORK

Examples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Recei ves departnment records and reports and checks them for
conpl et eness, accuracy, and conformty to est abl i shed
procedures. Corrects errors or returns records for correction.
Processes or files departnent records and reports according to
pr ocedur es.

Fills out all forns or records required or assigned. Reads
graphs, charts, nmanuals, records, reports, or rel ated depart ment
docunments and conpil es, anal yzes, and organi zes data needed for
reports.

Types letters, forns, nmenos, statements, formal reports, or any
ot her docunents assigned. Proofreads typed material and
corrects errors.

Files correspondence, cards, forns, records, or reports.
Retrieves information or docunents from files. Operates a
conmputer termnal in order to enter or retrieve information from
files.

Answers any telephone calls comng in on assigned |ines and
handl es routine matters or transfers caller foll owi ng depart nment
procedures. Answers questions and handl es any routine requests
by visitors to the office.

Replies to any routine correspondence or requests on own
initiative follow ng departnmental procedures or from oral or
written directions froma supervisor.

Operates a copying mnmachine to nake copies of departnent

docunment s when required. Operates a cal cul ator or addi ng machi ne
to make conputations for use in reports.
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Col l ects fines and bond noney and issues receipts.
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Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be net by the filing deadline for application for adnm ssion to
t he exam nati on.

Must nmeet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must not be | ess than eighteen years of age.
Must possess a valid driver’s license.

Prior to beginning work in this class, nust obtain a valid
Loui si ana driver’'s |icense.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nedi cal exan nation and/or a physical agility
test prepared and adm nistered by the Appointing Authority,
designed to denonstrate good health and physical fitness
sufficient to performthe essential duties of the position, with
or wi thout accommmodati on.

Must present docunentation indicating, at a m ninmum that the
appl i cant has nmet the mnimum high school graduati on
requi renments necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunmentation shall include at | east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must present a certificate verifying the ability to type 45
words per minute with mninmal error.
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